
APPLICATION FOR RECORDS RETENTION SCHEDULE F- 

1. Agency Address FOR AGENCY U S  

rpplication Date Department of Education * 

Div i s ion  of Vocational Ins truc t ion  
Office of Vocational Education 

Lpplicltion Number 

INSTRUCTIONS See Publihtion No. 76-RM-1 for instructions on completing t h i s  form. Forward signed briginal to 
Department of Archives and History, R k r d r  Management Division, 330 Capitol A y v ,  Atlanta, Gkgia, 30334, 
Attention: Schedulifi Seaion. I / 

FOR RECORDS MANAGEMENT USE - 
Application Number 

BI- 256-a 
Date Received Date b m ~ l a t e d  

BUN 2 Z 1982 
Telephone Number 

- - - l_'JUN ~ 1 4  1982 1 F.I__ 

Consumer & Homemaking Education Unit 
- ~ - 

!. PersontoContrct Working T i e  

1. Action Requested 
656-2545 

__~. __ S t a t e  Supervisor 
~...__I_...~_I__ 

Frances King 
_____- ~ ~ . . ~ ~ 

a. 0 Establish Retention Sched record will continue to accumulate. , 

b. 0 Dirpose of present no further accumulation anticipated. 
81-256 Checkone: P  change;^ D Supercede; 0 Void 

L. Dates of Series 
-CL..-.-- 

iar I ied  
5. Records Series T i l e  (followed by tide us& in office; if different) 

, Latest 

1976 1 To Date I Consumer and Homemaking Education School System Files 
___I I- 

i. Division a d  Office Function What is  the  function of the Division and the Office in which this record series is  aeated? 

No Channe - 

?. Record Series Description 

Documents relating to: 

T h i s  f i le contains the following documents finclude form numbers and r i c h ,  if my):  
Attach samples of the fik. 

lnduded are: 

File i s  arranged: 

I 1_1 - 
I. Monthly Referenm Rate 

One to six months old 
How often are records referred to which are: -. Seven to twelve months old ; Thirteen to twenty-four months old 

-- twenty-five months and older ? 

Letter-sire drawers ; Lsgalsize drawers ; shelves ; Other IwmcM~) 

l__.--_ 
1. Annual Rita of Accumulation of Rwxrrds 

~ 

R-50-71; Rw.76 low1 ,., 



1. Retention Rcquirements .i The following requires the series to be kept: 

. d. Audit period years. 
3 years. 

a. State Law years. 
b. Statute of limitation .. years. e. Administrative need 
c. Federal b w  I years. f. Federal yetention instructions years. 

Attach copy 6r exam of laws or regulations. Explain rdminirtrative need. 
. :  . .  

- _ - ~  
12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

0 Calendar Year; E4 Fiscal Year; Other then, 

H Hold in the current files area month(s) yearb); then 
0 Transfer to local holding area; hold 
@ Transfer to State Records Center; hold 2 yearls); then 
B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Spmify) 

year(s); then ’ I  î 

These instructions apply to all prior and future accumulations of the ki. 

V V 
lecommendatiom in para- 
raph 12 are approved. 
I f  disapproved. rtt& btter 
If explamtion.l 



)7 

APPLICATION FOR RECORDS RETENTION SCHEDULE b 

FOR AGENCY USE 

ipplication Date 

~~ 

1. Agency Address FOR RECORDS MANAGEMENT USE 

bepartment of Education Application Number 

81- 2 5 6  O f f i c e  of Vocational Education - 

'. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents to: monitoring t h e  a c t i v i t i e s  of t h e  Consumer and Homemaking Education progra 
a t  t h e  secondary and postsecondary l e v e l  i n  Georgia: 

lncludedare: Program of Work (DE Form 0162);  r e f e rence  copy of on-s i te  voca t iona l  
t i o n  ( record  copy covered by schedule  #81-107) ; Consumer and Homemaking 
Education follow-up of on-s i te  voca t iona l  eva lua t ion ;  in -serv ice  informat ion  
p e r t a i n i n g  t o  school systems; and r e l a t e d  correspondence. 

evalua- 

D iv i s ion  of Vocational I n s t r u c t i o n  
Consumer & Homemaking Education U n i t  

kpplication Number 

- - I_ - . ~ ~  ~ ~~ - -~ ~ A t l a n t a & e o r g i a - - - - _ ~  

ch rono log ica l ly  by f i s c a l  year ;  thereunder  by school system. File i s  arranged: 

~ < Monthly Reference Rate How often are records referred to which are: 

9ne to six months old --; Seven to twelve months old ; Thirteen to twenty-four months old - - I  

Date Received ' Date Completed - 
MAY 4 1981 

-- XPR '2 2 1981 1 ~. ~.~ ~ 
~~~ ~ ~~ 

twenty-five months and older --? ). 
#. Annual Rate of Accumulation of Records 

Letter-size drawers - - --; Legal-size drawers ;Shelves ; Other (specify) 

R-50-71; Rev. 76 [Owr) 



~ _ _  
YES 

-~ X 

-- 

-~ 

-- 

-. 

- 

_. 

0 Transfer to State Archives for permanent retention. 
0 Other /Specify) 

_ _ ~ ~  ~ - i---&y 
~~ ~ ~ ..._-_ _I_____-p 

NO ~ _ _ _  10. Questionnaire -(Place an '~'X" in the proper column) - 

_. ~ ~ !f_not.vhereis.it? -. -. . ~ ~~ __-.L-._______. # 
_x  .~ ~~ ~ ~. ~ _ _ _ _  ~~____~-.~~- - 

a. I s  this the official copy of the series? . .  

b. Does the series contain confidential inf,ormation requiring security handling? If yes, cite law or regulatien. . . 

X / ~ -  . 
-~ . ~~ - .- ~~ - - ~~ 

c. Isthisa vital recotd? . ~ ~~ ! 

~~~ 

x d. Does this series have historical or long term'research value? ~ , - ~~ ~ 

e. When one or two documents in the f i le make it necessary to.keep the entire f i le for a long period, could these 
~ ~~~. X  documents be schedukd separately? -~ ~~= ~ 

X 3. I s  the information contained i n ~ h i ~ . s ~ r ~ e ~ v e ~ ~ e ~ ~ f ~ y e ~ a ~ h  wpy. ~ . . -. -_-- -~ ~ 

9. "IS the infordation contained in this series ever analyzed and/or recorded in a summarized report? 
~- X If ves. attaxhaw. ~ . .- ~ _ _ ~ _  .~ 

_:X -_If v e s , w h e r L ~  ..~ ~~ ~ . ~ _ _ _ _ _ _ _ _ ~ _ _  

X i. lrthis serifs fQf&m&+xpWtbMfit) r . e w i c r o f i l m e d ?  ~- ~ 

x. - 1 Does the recordseries rewh in a comout a printout2 -. ~ . - 

h. I s  there a duplication of this series in your office, or in another office or agency? . .  

~ 

. .  

I These instructions apply to a l l  prior and future accumulations of the series. 

graph 12 are approved. 
( I f  disapproved, attach letter 
of explanation.) 1. 


